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1 Accessing SRM 

 

a. Open browser. Enter https://srm.time.com.my/  in URL. 

 

i. User will be directed to Home or Sign In page. 

 

 

b. Sign In 
If you are already a member, choose Sign In. Then enter user registered email and 

password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Sign In or 

press Enter to sign 

in to the system 

https://srm.time.com.my/
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c. Password 

 

In case user forgot their password. User can click on Forgot Password button and 

user will be directed to this page: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your company 

registration no and click 

Submit. Then, new 

password will be send to 

the email you set in your 

profile. 

 

 

1) User need to change their password every 90 days, if 

not the password will automatically invalid after 90 

days. 

2) 5 times attempt to access the system with wrong 

password will block user account for 2 hours.  

 

Both cases will require the user to request new 

password to access the system using Forgot 

Password function. 

REMINDER 
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d. Create Account 
If this is your first time accessing SRM service, choose Create Account: 

 

i. Fulfill all required information and click Register 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

e. Both (Sign In/Create Account) option will direct you to SRM homepage.(see no 2) 

 

 

 

 

 

 

 

 

 

 

 

1) One company can only have one account. 

2) It is highly recommended to use corporate id/email 

instead of personal id/email to register. 

REMINDER 
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f. Other than Home, there are also About us, Contact Us, FAQ and Feedback functions 

that user can access without have to Sign In. 

 

i. About Us – Brief explanation about TIME dotCom Berhad. 

 

 

ii. Contact Us – TIME dotCom Berhad contact information. 
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iii. FAQ – There are about 18 frequently asked questions with the answer 

given. 

 

iv. Feedback – Feedback form for the user to give their 

feedback/advice/comment/suggestion or to notice us if there is a 

problem with the Supplier Relationship Management (SRM) system.  

 

 

 

Fulfill all the 

information required 

and click Submit 

Write your 

comment here 
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2 SRM Homepage 

 

a. There will be four main options at the navigation bar of the homepage: 

 

 

i. Home will direct user back to SRM homepage and there, user Basic Info and 

user Notification based on Application will be displayed. 

 

 

Basic Info: 

 

Notification: 

 

User need to update their profile 

before they can use the application. 

Indicate there is a 

task need to be 

completed for 

eTOC application 

 

Some application 

may not be 

accessible for 

some vendor 

NOTE 
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ii. Profile have two drop down options which are User Profile and Change 

Password. 

a. User Profile – User can see all of their details. 

 

 

 

 

 

 

 

b. Change Password – fulfill all field and click Update 

 

 

iii. Tender List will display the list of tender.  

 

 

iv. Logout will end user session in SRM system. 

 

 

Click Yes if you want to 

receive a notification 

via email 

Click Save & Next to 

proceed to the next step 

Click Update to change 

your password  
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3 ePO Application 

User will get the notification when there are a new PO assigned to user. 

 

a. ePO Application Action (Black Color) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(ePO Application View Details with No Task required – View Only) 

 

Black indicate there is 

no action need to be 

done by the user. 

Click here to see the 

details for each 

application 

Go back to 

previous page 
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b. ePO Application Action (Red Color)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 (ePO Application Action View Details with Task required) 

Red indicate there is 

an action need to be 

done by the user 

Click here to see the 

details for each 

application 

Accept or reject ePO application 

Go back to 

previous page 

 

 

PO will auto accept by system if there is no  

action from vendor within 7 days 

REMINDER 
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4 eCOC-MWO/Cont Eval Application 

(eCOC for maintenance work order vendor) 

a. eCOC-MWO/Cont Eval Application Action (Black Color) 

 

 

 

 

 

 

 

(eCOC-MWO/Cont Eval Application Action View Details with No Task required 

- View Only) 

Black indicate there is no 

action need to be done by 

the user. 

 

Click here to see the 

details for each 

application 

Go back to 

previous page 
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b. eCOC-MWO/Cont Eval Application Action (Red Color) 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(eCOC-MWO/Cont Eval Application Action View Details with Task required) 

 

Red indicate there is 

an action need to be 

done by the user 

Click here to see the 

details for each 

application 

Go back to 

previous page 

Submit to 

complete task 
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5 eCOC Application 

a. eCOC Application Action (Black Color) 

 

 

 

 

 

(eCOC Application Action View Details with No Task required - View Only) 

 

Black indicate there is 

no action need to be 

done by the user. 

 

Click here to see the details for 

each application 

Go back to 

previous page 
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b. eCOC Application Action (Red Color) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(eCOC Application Action View Details with Task required) 

 

Red indicate there is an 

action need to be done 

by the user 

 

Click here to see the 

details for each 

application 

Go back to 

previous page 

Save and Submit to 

complete task 

 

 

Please attach all documents related to the 

task 

REMINDER 
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6 eTOC 

Users will need to initiate eTOC themselves once they have done the required task by 

click Create New button. 

 

a. eTOC Application Action (Black Color) 

 

 

 

 

 

 

 

 

(eTOC Application Action View Details with No Task required - View Only) 

Black indicate there is 

no action need to be 

done by the user. 

 

Click here to see the 

details for each 

application 

Create New 

Task 

Go back to 

previous page 
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b. eTOC Application Action (Red Color) 

 

 

 

 

 

 

 

 

 

 

 

(eTOC Application Action View Details with Task required ) 

Red indicate there is an action 

need to be done by the user 

 

 

Click here to see the details 

for each application 

Create New 

Task 

Edit Attachment 

Go back to 

previous page 

Save and Submit to 

complete task 

 

Enter the actual 

BOQ quantity and 

the system will 

calculate the rest 

for you 

 

Choose 

your PO 

Number 
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7 PO to Pay (Upload Invoice) 

When user had done their PO, submit invoice to claim by click the Submit Invoice 

button. 

 

a. P2P (invoice) Application Action (Black Color) 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(P2P (invoice) Application Action View Details with No Task required - View Only) 

Black indicate there is 

no action need to be 

done by the user. 

 

Go back to 

previous page 

Click here to see the 

details for each 

application 

 

Create new 

invoice 

submission 
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b. P2P (invoice) Application Action (Red Color)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(P2P (invoice) Application Action View Details with Task required) 

Create new 

invoice 

submission 

 

Red indicate there is 

an action need to be 

done by the user 

Click here to see the 

details for each 

application 

Save and Submit to 

complete task 

 

Go back to 

previous page 

Edit invoice 

information 

Include GST 
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8 iC2P 
a. iC2P Application Action (Black Color) 

 

 

 

 

 

 

 

  

 

(iC2P Application Action View Details with No Task required - View Only) 

 

Black indicate there is 

no action need to be 

done by the user. 

 

Click here to see the 

details for each 

application 

Create New 

Task 

Go back to 

previous page 
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b. iC2P Application Action (Red Color)  

 

 

 

 

(iC2P Application Action View Details with Task required) 

Red indicate there is 

an action need to be 

done by the user 

Click here to see the 

details for each 

application 

Create New 

Task 

Go back to 

previous page 

Save and 

Submit to 

complete task 

 

Cancel task 

 

Edit or delete 

record 



 

User Guide for  

Supplier Relationship Management (SRM) 
 

 

 21 

9 Tender/RFQ Online 
 

a. Document Submission - Tender /RFQ (Black Color)  

 

 

 

 

 

 

 

 

 

 

 

 

(Tender/RFQ Online Application Action View Details with No Task required – View 

Only) 

 

 

Black indicate there is 

no action need to be 

done by the user. 

 

Click here to see the 

details for each 

application 

Go back to 

previous page 
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b. Document Submission - Tender /RFQ (Red Color) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Tender/RFQ Online Application Action View Details with Task required) 

 

 

 

 

 

 

Red indicate there is 

an action need to be 

done by the user 

 

Click here to see the 

details for each 

application 

Go back to 

previous page 

Save to 

complete task 

 

Basically there are no changes in the 

current process workflow. Only the system 

interface has changed. 

 

NOTE 


